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The purpose of the field study project was-: to 'develop. a 
functienal·student handbook for use at Crestwood School in Paris, 
Il·linois. Crestweod School is a kindergarten through 8th grade 
elementary scheol and the initial intention was to produce a 
handboekfor use at all nine grade levels. As the project took 
ferm, hewever,. differences betwe.en the needs for grades K-5 and 
6~8 became extensive to the point that it became obvious that 
separate handbooks would be required to fulfill the desired 
purposes. This project became, then, the production of the hand-
book fer the middle school (6-8) grades. 
Handbooks currently in use were requested from other ·schools 
and these were studied both in regard to content and form. A 
faculty committee was also formed to provide input into the con-
tent and form of the handbook. 
Ideas and information gathered from these sources were 
reviewed and the actual text of the handbook was developed and 
written over about a two week period in June of 1979. The typed 
first drafts of this handbook were shared with the district 
superintendent and legal counsel. Minor revisions in the text 
were made as a result of suggestions from these sources. 
Following revision of the first draft the format for the 
actual handbook had to be decided upon. It was decided that 
professional printing was far too expensive for our needs and 
that, therefore, 'production would be left to school personnel. 
We chose, then, to reproduce the text of the handbook through the 
use of mimeograph stencils and simply s~aple the various pages 
together as the final product. A cover was considered and then 
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rejected because other handbooks reviewed which had such 
"school-produced" covers seemed no more attractive or functional 
I 
than th•se without them. 
The typing and printing of the handbook took about three 
weeks due te other demands on the secretarial staff as a result 
of the opening ef scheel in the fall. The final product was 
readied by mid-September and placed in the hands of the students 
approximately two weeks into the 1979-80 school year. 
Specific recommendations to others attempting to develop 
a student handbook would include being certain to involve faculty 
and other staff members in the development, if not the actual 
writing, of the handbook, allowing plenty of lead time for the 
development, writing, and printing of the handbook, and planning 
to make revisions of the handbook in other years as expedient and 
cost-efficient as possible. 
The Preparation of a Student Handbook 
The student handbook which was produced as a result of this 
project was initially conceived early in the fall of 1977 when 
I first assumed the principalship of Crestwood School. At that 
"time the only "handbook-type" publication available to students 
or other interested persons was a commercially purchased laminated 
folder wlth pockets in which students could store and carry school 
papers. The two inside pages of this folder were imprinted with 
certain rules, policies, and explanations along with outlines of 
some school clubs and activities. This particular "handbook" had, 
I was told, been used the prior year and had been ordered in 
quantittes sufficient to last at least two years. As it turned 
out, there were enough folders for that year and the next--a total 
of three years. 
Several problems with this kind of "handbook .. were immediately 
obvious to me. In the first place, it was distributed only to 
students in the 7th and 8th grades. Since ours is a K-8 building, 
this left a number of students (and parents) largely uninformed as 
to some very basic school rules and policies. Secondly, the 
limited space available on the two ffolder-size pages was insuffi-
cient to outline all, or even most, of the items I considered 
necessary to a useful handbook. 
The folder, too, presented problems in terms of keeping 
information current. Many items which should have been included 
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were omitted because they would be required to be updated each 
year. Other items which~ included had already become out-
dated by the time the folder was in use·for its second year. 
Intertwined, toe, with the problem of updating the folder was the 
problem of cest. The folders were purchased in quantities suffi-
cient for two or three years at a time because of the discount 
for quantity purchases available from the supplier. This, of 
course, virtually insured that the folders would be outdated prior 
te their being completely disseminated. Then, too, even with a 
quantity disceunt, the folders were prohibitively expensive, 
costing between $.50 and $.60 each, or more if revisions in the 
text were necessary--as they almost certainly would be after two 
or three years of use. 
All of these factors, along with the fact that I had just 
left a school system which used, with great success, an extensive 
and detailed student handbook, led me to want to produce such a 
handbook for my (our) own current use. At that time, however, 
I had been asked by the superintendent and school b0ard to use my 
first year en the job to complete a number of other projects, the 
most demanding of which was to develop a system of teacher evalua-
tion for use in the district which to that point had had no such 
system at all. Therefore, when I approached the superintendent 
during that year about the possibility of developing a new 
handbook, he suggested (quite correctly as I was to discover) 
that I probably had enough other projects to complete and very 
likely would be tackling too much in attempting the handbook, too. 
As a censequence, th•ugh, ne new handbeek was available the 
tellewing year and the last ef the felders were distributed, 
albeit still mere eutda.ted, but this time ala• t• sixth graders, 
fer use as (•r in·;_lieu e:f') a student handbeek. 
As that secend year pregresaed, I became mere and mere c•n-
vinced ef the need fer a cemplete and detailed student handbeek. 
The number ef times that such a preduct weuld have saved time fer 
me er ~•r ether staff members er weuld have simplified er even 
eliminated many problems with students and/er parents seemed te 
grew centinually. As a result, when the time came t• cheese a 
preject fer fulfillment of the field study requirement, the 
preductien et a student handbook was a logical and useful choice. 
I actually began the project late in February, 1979, altheugh 
seme greundwerk had been laid a year and a half earlier when I 
had cellected handbooks already in use by friends who were 
administrators in ether districts. In February, however, I 
received the go-ahead fer the preject from my field study advisor 
and, with that approval, appreached my superintendent for his 
approval. This time he did appreve the preject,·although 
questioning the necessity of such a handbook, as well as the value 
of th~ time, effort, and money t• be expended in producing it. 
With this tentative approval, I began the project by writing 
t• twenty junior high or elementary scho~ls with enrollments 
similar to our own and requesting cepies •f their student hand-
beeks, assuming, of course, that they had one-~ (See Appendix A) 
Only seven of these responded with copies, but, combine? with those 
I had collected the previous year, these formed a good basis for 
furthering the writing and publication of the handbook. 
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These handbooks were used for a dual purpose. First of all, 
their contents were reviewed as a basis for outlining what points 
might be included ih~our ewn. Not only could specific items be ( 
chosen fer inclusion or exclusion, but some particularly well-
phrased sections could be modified, paraphrased, or even lifted 
whole for our own use. In addition, the sample handbooks were 
examined and evaluated as te the format in which they were written 
and produced. From these examples we were able te determine the 
manner in which we would produce our own handbook. 
Initially, I took resp~nsibility for reviewing the sample 
handbooks myself. As I examined them I attempted to evaluate their 
contents and listed specific sections or_ items that seemed to 
relate to our school and situation, particularly those which had 
~ot previously been included in our handbook-folder. 
By early April, I was ready to take the concept of the student 
handbook to the faculty for advice and assistance. I formed a 
committee consisting of one teacher from each grade K-5, three 
teachers from the Middle School, and the guidance counselor. At 
the first meeting with this group, I explained to them what I was 
attempting to accomplish and presented them with a list of the 
possible topics for inclusion in the proposed handbook which I 
had prepared while reviewing the samples from the other schools. 
I asked them to evaluate these topics from their own perspectives, 
discuss them with other teachers at their grade le~els, eliminate 
those they felt to be unnecessary, and add any they felt had been 
excluded. I also gave a copy of this li~t to the superintendent 
/ 
and reqqested that he do the same, although he did not actively 
participate with the faculty committee. (See Appendix A). 
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I met with this group again in approximately a week and 
listened to their suggestions and comments. In addition, I 
cellected the lists I had given them which contained their 
exclusions,. additions, and written commentaries. These proved 
to be valuable :.aids when I began the actual writing of the handbook. 
As a group, this was the extent ef the participation of the 
faculty committee in the preparation of the handbook. I did, 
however, contact individual faculty members, including some who 
were not a part of the committee, as the writing progressed and I 
needed advice or information. 
As it turned out, the rush to complete end-of-the-year 
activities, reports, meetings, etc., prevented my giving much more 
serious attention to the actual writing of the handbook until after 
school had dismissed for the summer. By mid-June, I was able to 
sit down and, in a period of about two weeks, write the first 
draft of the handbook. It was during this time that I contacted 
individual faculty members for advice, opinions, or information in 
order to make certain that what was written was both correct and 
. _ acceptable. 
At this point, having reasonably ascertained that I had 
included everything that I and the faculty believed should be 
included and that the information presented was accurate and com-
plete, I typed a working copy which I then shared with the 
superintendent and one of our school's legal counsels. Both of 
these men returned the draft with minor corrections and revisions, 
and from that I retyped what would be the final draft which my 
I 
secretary would use in typing the stencils for the actual handbook. 
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At this juncture in the preparation •f the handbeok, we ran 
int• a slight preblem. I return te work three weeks before the 
opening of school in the fall and my secretary two weeks before. 
Both of us had assumed that this~• weeks lead time would be 
sufficient to prepare the handbeok fer distribution on the first 
full day ef scheel. As it happened, though, the preparation •f 
items that had te be ready by that time took all the time we had 
and it was fully two weeks into the school year before we were 
finally able te get copies into the hands of the students. Aside 
from the disappointment of not meeting the time schedule we had 
assigned ourselves, this was really not a serious problem. 
However, it did change the manner in which the handbooks were 
distributed. My original intention was to present the handbooks 
to the studen.ts at a general assembly and to review the contents 
personally with them. As a result of the delay, I decided in-
stead to have each homeroom teacher distribute the handbooks to 
the students in their homerooms and for them to review the contents 
together. This was accomplished on September 17, and the initial 
project was considered complete. (See Appendix B) 
In regard to specific activities or problems which might 
be discussed for the benefit of others undertaking a similar pro-
ject, I would suggest three: determining the size or extent of the 
handbook, determining the format to be used, and allotting 
sufficient time for the work to be accomplished. 
The sample handbooks which we reviewed ranged in length from 
three Bl" x 11" pages to fifty-eight pages of that same size. ; 
Obviously, such a difference is indicative of the fact that the 
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items t• be included in a student handbook are by n• means 
predetermined but may vary greatly from school t• acheol •. -What 
anyone attempting t• develop his ewn handboek must do is to select 
fr•• all the topics available for inclusion those which seem most 
impertant or necessary to his situation, while at the same 
time limiting the number of topics to what may be considered a 
manageable amount. 
As I reviewed the-sample handbooks and the suggestions of the 
faculty members, my primary concern was to include as many items 
as possible and still maintain a reasonable length for the purposes 
of readibility. It seems to me that a fifty-eight page handbook 
would certai~ly contain a wealth of information, but it is not likely 
te be read in its entirety by more th~n a few students. Since 
our purpose in creating the handbook was to inform students of 
rules, policies, etc., we wanted to make it as likely as possible 
that they w~uld read what was written. 
There is, of course, a dual problem in this regard. Not 
only must the number of topics be limited, but the length of what 
is written concerning those topics must be limited as well. The 
first consideration is bothersome more in terms of what must be·~ 
left out than.what is to be included. In our situation such 
omissions as field trips, summer school, and remedial classes 
come to mind •. The second consideration was not quite as difficult 
to deal with but topics which were limited as a result of it in-
cluded the discussions of retention anct of student records-. 
Perhaps the most important result of these considerations, 
I 
however,· was the fact that the handbook, which initially was 
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intended to serve all grades K-8, became, in the end, a middle 
scbeol handbeok only. As topics were being chosen it became more 
and mere obvious that, while there was substantial everlap be-
tween the K-5 and 6-8 grades, there were also a significant 
number ef topics which were primarily directed at ene group or 
the other. Consequently, rather than produce a handbook which was 
too lengthy and in many instances irrelevant to one greup er 
antoher, we chose to direct our efforts to the elder age group 
where we felt more ef our "problems" lay. The K-5 handbook was 
relegated to a later date. If our present efforts prove as 
worthwhile as we hepe, we will attempt to produce a companion edi-
tion for the lower grades for the next school year. 
The handbooks we examined ranged from professionally printed 
publications tG volumes printed and bound by the schools themselves, 
to mimeographed 4" x 6 .. sheets stapled together at one corner. 
Uppermost in our minds in choosing our own format was cost 
weighed against appearance and practicality. Professional 
printing was simply out of the question ~ue to cost, which obviously 
left the printing to us. Of the options .available t• us in that 
case, the most practical and cost efficient to me seemed to be 
simply 8t" x 11" pages divided by topics and stapled together to 
bind. A cover was considered and could have been produced but, in 
the instances we observed, covers produced by the schools were not 
particularly attractive and did little to lend to either the 
appearance or functionality of the handbook. The examples we 
had, however, of the coverless, Bl" x 11 .. format, were generally 
I 
functional, relatively inexpensive to produce, and, while not 
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eyeeatching, net unattractive either. School districts with more 
aeney_ te spend or mere willingness to spend what they have, may 
wish to consider the other alternatives discussed, but, to this 
peint, we are satisfied with our choice. 
Finally, •f the specific problems to be considered by anyene 
beginning t~e preparation of· a .handbook~ :there...:is'·thttt:.:question;·or 
the time to be allotted for that project. As I stated earlier, my 
original intent to develop a handbook during the first year of my 
principalship had been discouraged by my superintendent due to the 
other obligations to which I was already committed. In retro-
spect that recommendation from him has to be considered good 
advice. The time necessary for the actual writing of the handbook 
is, in itself, more considerable than might at first be thought. 
The necessity for brevity combined with clarity demands that a good 
deal more time and thought be spent than might.otherwise be the .. 
case. 
The writing alone, however, is obviously not the only time-
consuming activity necessary for the proper production of the 
handbook. The review of other handbooks; the choosing of,.or 
' 
elimination of, topics; and the discussions with faculty members, 
the superintendent, legal counsel, and others, all demand a great 
deal of time. Then, too, the typing, printing, and binding of the 
handbook, no matter how it is done, also requires considerable time. 
The point is, of course, that developing an effective handbook 
cannot be accomplished in a brief period of time. If one is 
setting out to produce such a handbook, particularly from scratch, 
a good deal of lead time should be allowed prior to the actual date 
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it will be required. The six months or mere that we took in 
developing ours is probably excessive, but even so, it must still 
be -pointed out that even then unforeseen circumstances resulted 
in •ur being twe weeks late in meeting our own scheduled date for 
distribution. Others in a similar situation would be wise to anti-
cipate such circumstances themselves. 
This anticipation of the time necessary for preparation of 
the handbook is, of course, one ef the recommendations I would make 
to athers attempting to produce one. There are a few other recom-
mendations, too, however, which may be found to have some value. 
One step which I did not carry out which I would recommend to 
others is that they obtain the approval of their school boards :for 
their handbooks. This may be easy or difficult depending upon the 
inclination of the board, but should, if at all possible, be 
accomplished. In my own case, I was deterred from presenting the 
handbook to_ my board by my superintendent who, while giving his 
own approval, made it clear that he saw no necessity in seeking 
the board'~ approval. His motives are his own and I saw no reason 
to quarrel·, but, under other circumstances, I would present the 
handbook to ~y school board prior to its publication. 
·-Another consideration to be made as the handbook is produced 
is to plan_for revisions in followirig_years. Many items will 
require change from year to year and such changes will, of course, 
demand that the handbook be reworked. In the interest of saving 
time and money, however, it would seem to be possible to organize 
the topics so that those which seem most likely to demand re-
vision are contained on the same pages, while those that will not 
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require change are also together. In our own case, the first two 
and last two pages were reserved for those items we felt most 
likely to demand yearly change. If we are right, this would allew 
us to reproduce our thirteen page handbook by retyping only four 
of these pages. The other nine pages .can be printed from the 
stencils we have on hand and any additions, as opposed to 
corrections, can be included in the rewrites of the final pages. 
This particular consideration is both time and cost.efficient 
in our case, but it should be noted that it would be even more so 
for schools which choose to have their handbooks professionally 
printed. In that case, the money saved by the printer's not 
having to reset several pages of type could indeed be substantial. 
Finally, I would suggest that anyone responsible for the 
writing and updating of a student handbook make some provision for 
recording, throughout the school year, changes and additions that 
need to be made for the next year. I have found already that situa-
tions arise from time to time which indicate either that we need 
to change something we have written or include something which we 
somehow excluded. In my own situation, I have a ltworking copy" 
of our current handbook in which I enter such things. In this 
way, I not only record, and thereby remember, the corrections 
that need to be made, but I will also have accomplished the bulk 
of the rewriting prior to its actually having to be done for next 
year's edition. 
APPENDIX A 
W OF EDUCATION 
OFFICERS 
BOARD OF ·EDUCATION 
MEMBERS 
Gene L. EfrinBer Dale E. Barkley 
Praiaoe Georse Dunn 
81.. Jr. Brinurho/1 
Secre,a,y 
C!.ommunity '11.nit c:$cfz.ool 'hi~h.ict t.:N o. 4 
ru. d. dhsl:.way 150 and dulphU.'1. dp'llns~ cRoaJ. 
fP. 0. !Boic 760, fPa'11., (Jf/J.noi~ 67944 
Richard McCulloch 
Paul Staley 
fPau.l 9. ·!J(~ehnn, du.pe'rlnl~nJ.~nt Dr. John Wrisht 
'Jelephone 465-5391 
Dear 
I am presently in the process of attempting to devise a workable 
student-parent handbook for our school. Since we have not had 
such a handbook in the past, I am interested in reviewing what 
others are doing in this area in order to better formulate our 
own. 
I would appreciate very much if you would send me a copy of the 
student handbook currently in use in your school along with any 
personal corrunents which you feel might be helpful to us as we 
proceed. 
Thanks very much for the help. If we can ever return the favor 
please don't hesitate to contact us. 
Sincerely yours, 
Ken Miller 
Principal 
Crestwood School 
IESTWOOD SOHOOL 
Rural Route 3 
Pam, Illinois 
Possible Topics for Inclusion in Student/Parent Handbook 
Please eliminate things you would consider unnecessary and add, at 
the end, any others you feel should be included. Also include any 
eemments that might be helpful. 
"..1. 
2. 
,: 
5. 
6. 
7. 
a. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
. 23. 
24. 
25. 
26. 
27. 
28. 
29. 
JO. 
31. 
.32. 
List of faculty, administration, board members 
School calendar 
Class schedules (for Middle School) 
List of fees (book rental, shop, home ec, etc.) 
School insurance 
Lunch- policies (tickets, cest, etc.) 
Grading (cards, schedule, system for grades) 
Supplies 
Grouping 
Attendance policies (reporting absences, going on vacation, etc.) 
Homework 
Late slips 
Transferring schools 
Hall passes 
Parent conferences 
Busing (rules, notes to get off/on, snow routes, etc.) 
Use of library 
Discipline 
Dress 
School records 
Counseling services/testing (SRA, psychological, etc.) 
Clubs and activities (including sports) 
P.E. (showers, clothing, excuses from) 
Lost and found 
School nurse 
Kindergarten schedule (alternate days) 
Cancelling school (listen to radio) 
Early dismissal (emergency)--plan ahead, etc. 
Lockers (no locks, keep clean, no valuables, etc.) 
Use of telephones 
Policies on school (class) parties and dances 
No soliciting 
Others 
.33. 
34. 
35. 
36 • 
.37. 
Comments 
Name 
-----------------
APPENDIX B 
Crestwood Middle School 
Student Handbook 
1979-80 
This handbook has been prepared primarily for you as a student 
at Crestwood. It attempts to explain some of the privileges and 
responsibilities you have as a student here, as well as to clarify 
other things of which you should be aware. We would ask, however, 
that you take this handbook home and share it with your parents so 
that they, too, can better understand what is happening at school. 
Please keep this handbook either at home or at school throughout 
the school year so that you can refer to it when a problem or question 
arises. Feel free, though, to ask any of your teachers or other staff 
members, including me, if you don't find an answer here. 
As we begin another school year, we ask each of you to do your 
very best to maintain the highest standards in all that you do. We 
all want to be able to take pride in your behavior and accomplishments 
and, in turn, to have your behavior and accomplishments bring pride and 
honor to Crestwood. 
You have my very best wishes for a happy and successful school year. 
Ken Miller 
Principal 
SCHOOL BOARD MEMBERS 
Mr. 
Mr. 
Mr. 
Mr. 
Mr. 
Mr. 
Dr. 
Gene Evinger, President 
Blue Brinkerhoff, Secretary 
Dale Barkley 
Dick McCullough 
Paul Staley 
Ed Sullivan 
John Wright 
Mr. Paul Keehner.,, 
Mr. Ken Miller 
Mr. Bailey 
Mr. Berry 
Mrs. Hollis 
Mr. Hanna 
Mrs. Maggert 
Mrs. Martin 
Mrs. Parks 
Mr. Payne 
Mr. Schneider 
Mr. Witmer 
Mrs. Curtis 
Mrs. Deffenbaugh 
Mrs. Farnham 
FACULTY AND STAFF 
Term Ends 
1981 
1981 
1982 
1982 
1981 
1980 
1980 
Superintendent 
Principal 
Science, Health 
Science, Health, P.E. 
Language Arts, Home Ee. 
Social Studies 
Social Studies, Typing 
P.E., Reading 
Band, Guidance Counselor 
Math, Industrial Arts 
Math 
Language Arts 
Vocal Music 
Librarian 
School Nurse 
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Off ice Pers:> nnel: Mrs. Fluckey, Mrs. Anderson, Mrs. Kirby 
Custodians: Mr. Harvey, Mr. Vestal, Mr. Garvin 
Cooks: Mrs. Garwood, Mrs. Daugherty, Mrs. Laughead, Mrs. Cassady, 
Mrs. Wagoner, Mrs. Braswell 
SCHOOL CALENDAR 
A calendar of the school year listing important dates and events 
is provided by the Regional Superintendent of Schools and will be sent 
home separately from this handbook. Students and parents are asked to 
familiarize themselves with this calendar, particularly those days on 
which school is not in session. 
BOOK RENTAL AND FEES 
The following assessments are made to students in Crestwood Middle 
School. Students are asked to pay these as soon in the school year as 
possible. Book rental is to be paid to the homeroom teacher. Other 
fees should be paid to the teacher in charge. If rental texts are 
lost or damaged an additional fee will be required to cover the cost 
of repair or replacement of that text. 
Book Rental: 
Shop Fee: 
Home Ee Fee: 
Art Fee: 
$23.00 
$ 8.00 
$ s.oo 
$ 3.00 
The fees in shop, home ec, and art are necessary to cover the cost 
of the materials consumed in those classes. 
SCHOOL INSURANCE 
School insurance is available to all Crestwood students. Information 
about this insurance, including cost, will be sent home separately from 
this handbook. It should be noted that all students who intend to 
participate in athletics or cheerleading must either purchase school 
insurance or provide written evidence that they are otherwise insured 
against accident and injury. 
LUNCH POLICIES 
Hot lunches are provided for all students who wish to purchase them. 
The cost of these lunches is$ .SO per day. 
Lunch tickets for up to 5 lunches may be purchased each morning in 
the hallway outside the music room. In order to simplify the purchase of 
lunch tickets it is preferable for students to try to purchase them on the 
first morning of the week. 
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Middle school students are responsible for their own lunch tickets 
and money is not refunded if tickets are misplaced or lost. Loan tickets 
are available in the office for those students who have forgotten or 
misplaced their lunch tickets but students are requested to use these 
sparingly and reminded that they are expected to repay these "loaners" 
as soon as possible. Excessive use of loan tickets or failure to repay 
them may result in the student being denied use of them. 
Students are welcome to bring their own lunches from home but are 
asked to inform their homeroom teachers each morning if they are not 
eating a school lunch so that the cooks may properly plan the amount of 
food to be prepared. 
Students are not to leave school for lunch unless they are accom-
panied by their parent or guardian. 
GRADING POLICIES 
Grade reports are distributed 4 times per year--approximately every 
9 weeks. These reports will be sent home with students and need not 
be returned. Parents are responsible for seeing that the reports are 
brought home. Deficiency reports are mailed home near the middle of each 
grading period to any student who is in danger of receiving a failing 
grade for that grading period. 
Although some teachers may •curve" their grading scales to a given 
classes' achievement, the following scale is, in general, applicable 
to Crestwood Middle School: 
A--93 to 100%--0utstanding 
B--88 to 92ro--Above average 
c--80 to 87%--Average 
D--70 to 79%--Below average 
F-- 0 to 69rcr-Failing 
I--Incomplete--Work to be made up 
In computing a student's class rank or grade averages grades will be 
assigned values as follows, A--4- points, B--3 pointss c--2 points, and 
D-- 1 point. Grade averages on this system will be: 
A--3.5 to 4-.0 
B--2 .5 to 3. 4-9 
c--1.5 to 2. 4-9 
D-- .5 to 1.4-9 
F--Below .s 
RETENTION 
More detailed information on procedures may be obtained from the 
school office, buts in general, any student who fails 2 or more of his 
solid subjects (maths language arts, social studies, and science) for 
the year may be retained in his present grade. l..Jhen a student fails 
2 or more solid subjects, his grades in other classes as well as the 
judgment .of his teachers and principal will be taken into consideration 
before a final decision on retention is made. 
HOMEWORK AND OTHER ACADEMIC RESPONSIBILITIES 
Crestwood Middle School students will be assigned homework in most 
of their classes. Such assignments will be reasonable in length and will 
be designed to reinforce and strengthen knowledge or skills presented 
in the daily classroom work. 
Students will be responsible for completing assignments properly and 
on time. Such responsibility is as important as the task itself and 
failure to assume that responsibility will result in an appropriate 
lowering of student's grade for that assignment. 
Students should also note that failure to come to class prepared not 
only with homework but with paper, pencil, books, and other necessary 
materials may also result in the lowering of that day's grade as well 
as other appropriate punishment. 
ATTENDANCE POLICIES 
If you must be absent from school for any reason, your parent or 
guardian should call the school between 9.00 _., 9:30 A ... M. to -inform 
us of the reason for your absence. • 
Upon your return to school fol1owing an absence, you must bring a 
written excuse signed by your parent or guardian to the office before 
going to your first period class. The office secretary will then issue 
you an e~cused permit to return to class. Your teachers will then allow 
you a reasonable amount of time to makeup any work missed during your 
absence. 
Failure to bring a signed excuse from your parent will result in your 
receiving an unexcused permit to return to class. You will not be allowed 
credit for any work missed during an unexcused absence. You should also 
expect that if the school is not informed as to the reasons for your 
absence, we will contact your home to determine those reasons. In any 
case, your teachers will not allow you back in class without a permit 
from the office. 
Medical and dental appointments and family vacations are discouraged 
during school time. If it is absolutely necessary that such activities 
occur during school time, please contact the school office prior to such 
an event in order that arrangements can be made for your absence. 
TARDINESS 
If for some reason you arrive at school late in the morning, please 
report to the office before proceeding to your classroom. If you bring 
a note from your parent or guardian or can otherwise justify your tardi-
ness, the secretary will remove your name from the absence roll and issue 
you an excused permit to enter class. If not, you will receive an 
unexcused permit. 
If you are late to a class during the school day, your teacher 
will send you to the office for a late slip and permit to return to class. 
If you receive 3 or more unexcused late slips during the school year you 
will be subject -to disciplinary actjon .from t-h~ principal. 
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ACCESS TO BUILDING 
If you do not ride the bus and arrive at school before the 8:30 
bell in the morning, you must enter through the front doors, report 
immediately to the l\.ll1chroom, and remain there until the bell rings. 
In order for you to be anywhere else in the building before school 
hours you must either be accompanied by a staff member or have a 
pass from a teacher directing you to a particular place. At the 
8:30 bell, you are to report to your homeroom as quickly as possibl? 
and be in your seat before the tardy bell. 
All students, unless accompanied by a teacher, are to vacate the 
hallways immediately upon dismissal in the afternoon. Students who 
must wait for their parents to pick them up must remain in the front 
hallway or outside the building. Behavior during this time is expel.!ted 
to adhere to the same general rules as during the regular school day. 
If it is necessary for you to leave classes during the school day 
you should ask your teacher for permission to leave and for a hall pass 
explaining your reaaon for being out of class. 
WITHDRAWING FROM SCHOOL 
If you move during the school year and must change schools as a 
result, please follow the guidelines below: 
1. Have your parent or guardian come to the school office 
to sign the necessary forms for withdrawal. It is 
absolutely necessary to have your parent's signature 
before any records can be transferred to your new school. 
2. Be certain that you return all textbooks to your teachers 
and library books to the library. Also make sure that 
all fees are paid. If you have paid book rental already, 
your parents should inquire to see if you are eligible 
for a refund of any of that rental. 
3. When you enroll at your new school inform them that 
your records have been signed for and will be mailed 
at their request. 
PARENT CONFERENCES 
Cooperation between your teachers and your parents plays an 
important role in your success and well-being at school. For that 
reason your parents should feel free to contact any of your teachers 
at any time and arrange a conference to discuss your progress. 
In addition, your teachers will set aside a special time during 
the school year in which they will be available for your parents to 
visit them. All of us encourage you and your parents to take advantage 
of these opportunities to meet and "talk w:ith your teachers. 
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USE OF THE LIBRARY 
Each student at Crestw:>od has a half-hour period each week 
scheduled as library time. It is during this time that you may check 
out and return books chosen for your own reading pleasure. 
If you need to use the library at other times for research or 
special projects, you will need to have your classroom teacher make 
arrangements with the librarian for you to do so. 
STUDENT CONDUCT 
In general, you are expected to behave at school in a manner 
which is conducive to the education, safety, and general wellbeing 
of you and your classmates. Incidents of gross misconduct or disobedience 
will subject the offending student to disciplinary action. Depending 
upon the specific offense and the circumstances involved such discipli-
nary act-ion may include one or more of the following: 
l. 
2. 
3. 
..... 
s. 
6. 
In school detention--usually during recess or other 
non-academic times. 
Corporal punishment--spanking. 
Denial of privileges--non-participation in or attendance 
at extra-curricular events, field trips, etc • 
Suspension--exclusion from school for a period of not 
more than 10 school days. 
Expulsion--exclusion from school for the duration of the 
school year. 
Other actions which may be deemed appropriate by the 
principal, your teachers, or your parents. 
The following list is not all-inclusive but is indicative of some 
of the types of conduct which might subject you to disciplinary action: 
1. 
2. 
3. 
4-. 
s. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14-. 
Fighting and/or assaulting another individual. 
Possession and/or use of tobacco products, alcoholic 
beverages, or illegal drugs. 
Throwing snowballs, stones, or other potentially dangerous 
objects. 
Possession and/or use of firecrackers or other explosive 
items. 
Possession and/or use of a weapon. 
Pulling a fire alarm without evidence of a fire. 
Taking school property or another person's property 
without permission. 
Defacing or damaging school property. 
Insubordination to a staff member. 
Gambling in any form. 
Chewing Gum. 
Cursing. 
Truancy. 
Disobedience of or disregard for other guidelines stated 
in this handbook. 
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GENERAL RULES OF CONDUCT 
1. You are expected to be courteous and respectful of others. 
2. You are expected to accept guidance and direction from all 
teachers and other school personnel. 
3. You are not to run, shout, or otherwise create a disturbance 
within the school building. 
4. You are expected at all times to exerc-ise care for the safety 
and welfare of yourself and others. 
You should realize that these rules apply both during school and 
at any school sponsored event. You may expect disciplinary action 
.fo1;• viol a tiomi during those times. 
1. 
2. 
3. 
4-. 
s. 
6. 
CONDUCT DURING LUNCH 
When the bell for the lunch period rings, if it is necessary you 
should go to your locker and to the restroom before you go to the 
lunchroom. 
You are then to proceed quietly and quickly to the lunchroom and 
remain there until dismissed by the teachers on duty. 
Talking is permitted in the lunchroom as long as it is not loud 
and good manners are otherwise being observed. 
No food or drink is to be taken from the lunchroom unless it remains 
within your lunchbox. 
No pop or other carbonated beverages should be brought to school. 
If it is necessary to be in the hallways after lunch you must do so 
quietly. 
CLOSED CAMPUS 
You are not to leave the school premises at any time during the 
school day unless accompanied by a teacher, another staff member, or 
your parent/guardian. Exceptions will be made only with written 
permission from your parent or guardian and the approval of the 
principal. If your parents need to pick you up at school during the 
school day they should report to the school office, explain the need 
for you to be excused, and request the office secretary to call you 
from class. 
STUDENT DRESS 
The responsibility for determining what is appropriate wearing 
apparel lies with your parents, not the school. However, the school 
will take action if your attire endangers the health or safety of you 
or your classmates or is obviously upsetting to the educational climate. 
In general all clothing is expected to be kept clean, to be worn in 
good taste, and not to be offensive to others. 
All students must wear proper footwear. Thongs and shoes with metal 
cleats or taps are not permitted. Boys must wear socks. 
Cut-off jeans, beach wear, headbands 11 and sunglasses are not allowed. 
Boys are to be clean shaven. 
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STUDENT RECORDS 
The school maintains the following types of information on its 
students: 
1. Permanent Records 
A. Identifying information 
B. Academic transcripts 
c. Attendance records 
D. Health and accident records 
E. Record of release of permanent records 
2. 'l'emporary Records 
A. Family background information 
B. Intelligence, aptitude, and achievement test scores 
C. Psychological reports 
D. Teacher anecdotal repo.rts 
E. Disciplinary information 
F. Special education reports 
G. Record of release of temporary records 
Parents and eligible students have the right to inspect, copy, and 
control access to and release of records maintained by the school as 
prescribed by the school district and the state and federal governments. 
No person, agency, or organization shall have access to any student's 
records without written consent from that student's parent or guardian. 
GUIDANCE COUNSELOR 
Guidance services are available to any student at Crestwood. These 
services include assistance in educational planning, interpretation of 
test scores, help in improving study habits, help with problems at school, 
home, or elsewhere, or assistance with any other concern which you may 
wish to discuss with the counselor. If you wish to talk with the 
counselor you should contact her and make an appointment. 
SCHOOL NURSE 
Medical services are available to any student at Crestwood through 
a fulltime school nurse. If you become ill during the school day you 
should let your teacher know and request a pass to see the nurse. 
If it is necessary for you to take medication while at school, you 
should bring that medication to the nurse with a note from your parents 
requesting that she oversee your taking it and also explaining the type 
of illness being treated. The medication must be brought in a container 
appropriately labeled by your pharmacist or physician. 
The nurse is the only school employee who may administer any kind 
of medication, even including aspirin, and then only with prior consent 
from your parents. Therefore, please do not ask your teachers or any 
other school employee for aspirj_n 01.· any other mediciue--they cannot 
give it to you. 
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PHYSICAL EUDCATION 
All students are required to participate in physical education 
daily. If for reasons either physical or emotional you are not able to 
participate in physical education, you will be excused upon receipt of 
a doctor's statement to this ef feet. The doctor's statement should 
specify the time limit for non-participation. 
On occasion, if you return to school fol.lowing an illness, you may be 
excused from participation in P.E. for a reasonable period {usually from 
1 to 3 days} upon receipt of a request to that effect from your parents. 
However, no excuse from gym classes for prolonged periods of time will be 
granted without a doctor's permit. 
Students excused from physical education classes will not be allowed 
to participate in other school related physical activities, including 
recess and interscholastic sports. 
You will be expected to provide proper clothing for P.E. classes, to 
shower daily unless excused by your teacher, and to provide your own 
towel. Please remember to put your name on all your P .E. clothes and 
equipment. 
The school will provide you with a P.E. locker. You will be required 
to purchase a combination lock to protect your belongings while they are 
in the locker. It is your responsibility to see that your locker is 
kept locked to prevent theft or loss. 
LOST AND FOUND 
A lost and found is maintained in the office as a service for students 
who have misplaced things at school. If you find any item of value, 
please turn it in at the office so that its proper owner may relocate it. 
Items not claimed within a reasonable period of time will be disposed of. 
SCHOOL LOCKERS 
Homeroom teachers will assign each student a locker close to the 
homeroom. Each student will use that locker to store his books, supplies, 
coat, etc. Each student is responsible for keeping his locker clean. 
Students are not to lock their lockers. We have been very fortunate 
in having very few problems with students removing articles from lockers 
other than their own. We expect this to continue and will deal severely 
with any violators. However, we do reconmend that students not leave 
large sums of money or other articles of value in their lockers. In fact, 
it is recommended that such things not even be brought to school at all. 
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BUS RULES AND REGULATIONS 
All students are expected to be familiar with the rules for conduct 
on school busses. It must be understood that the bus driver is in full 
charge at all times. Failure to obey the driver or to follow the 
regulations listed below will be reported to the principal and may 
subject the student to any of the disciplinary actions already outlined 
as well as to suspension from riding the school bus. 
1. 
2. 
3. 
4-. 
s. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
Your driver has been charged with your safe transportation and each 
pupil is expected to pay strict attention to his instructions. His 
word is law on the bus. He will become one of your best friends, 
so do your best to help him by following these rules. He has been 
instructed to report to the Principal any misconduct on the part of 
any pupil. 
Pupils will be eJtpected to be ready when the.bus calls for them. 
Pupils will enter the busses in an orderly manner. Running or pushing 
to get into seats will not be permitted. 
All students will be assigned seats. 
Pupils may talk to each other so long as they do not shout or talk 
loudly. 
Teasing, striking of matches, tormenting, molesting, fighting, 
destruction of property, profane language, boisterous conduct, and 
obscene literature and pictures will not be permitted. 
Throwing or shooting of missiles (paper wads, rubber bands, water 
guns, etc.) will not be permitted. Students will not litter the bus. 
Eating, drinking, or smoking will not be permitted. 
Pupils will remain seated at all times while the bus is in motion. 
Pupils will not, at any time, lean out of windows or extend their 
arms out of the windows. 
Pupils will ride their assigned bus only. Bus drivers require a 
note from parents approved by the transportation director if you 
are riding another bus. 
The bus will not make stops other than the regular bus stop except 
with authorization from a school official. 
No guns nor any other kind of weapon will be taken inside the bus. 
No animals of any kind will be transported. 
Only people assigned to a school bus and school employees may ride 
the bus. 
When the weather and/or road.s are bad, it is sometimes impossible for 
the busses to run their regular routes. In these instances, the 
Superintendent of Schools will notify the drivers and radio station WPRS 
of the decision to drive only previously approved "snow routes." Your 
driver will inform you sometime in the fall of the exact location of 
your pickup point on his "snow route." Whenever the possibility of 
running "snow routes" exists, you and your parents should listen to WPRS 
to gather that information. If you have questions or problems or if 
you intend not to ride the busa you should contact your driver. 
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EMERGENCY SCHOOL CLOSING 
Anytime that it becomes necessary, due to weather or other emergency, 
to close school, the Superintendent wil.l notify radio station WPRS which 
will then broadcast that information. If this occurs prior to school 
in the morning, the Superintendent wil.l inform the radio station as early 
as possible of that decision. You and your parents should listen to 
WPRS for that information. If possible, please try to avoid calling 
either the school or the radio station as such an emergency will have 
already created a difficult and sometimes confusing situation for them. 
In the event that bad weather or other emergencies cause school to 
have to be dismissed early during the day, that information will also be 
broadcast by WPRS. The Superintendent wil.l try to allow sufficient lead 
time for parents to make arrangements, but it is strongly recommended that 
all parents and students have plans made in advance as to what is to be 
done under such circumstances. 
USE OF THE TELEPHONE 
The telephones in the school offices are used for school business. 
If it is absolutely necessary for you to make a personal phone call 
during school hours, a pay phone is available outside the gymnasium for 
your use. Before using the pay phone, however, you must present a signed 
pass from a teacher to the office personnel. You are asked to keep phone 
conversations brief and to the point. 
SCHOOL PARTIES AND DANCES 
Evening dances and parties are held for all 7th and 8th grade students 
at Halloween and at St. Valentine's Day and for 8th grade students 
following Honor's Night ceremonies. 
Other authorized parties may be held during school hours for Halloween 
and prior to Christmas break. Parties at other times are discouraged. 
POLICY ON SOLICITING FUNDS 
It is against school policy for any group or individual to attempt 
to sell anything or to collect lll)ney for any type of fundraising 
endeavor on the school premises. 
VISITORS TO SCHOOL 
Please do not ask to bring young friends or relatives to visit at 
school. Such visits are difficult to monitor and may result in confusion 
or disruption of classroom work. 
Parents are always welcome at school but we would ask that if they 
wish to visit your classes or meet with your teachers that they make 
arrangements to do so in advance and always check in with the office 
before proceeding to the classroom. 
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ATHLETICS 
A year-round interscholastic athletic program is provided for both 
boys and girls in Crestwood Middle School. The sports, by season,are: 
Season 
Fall 
Winter 
Spring 
Boys 
Baseball 
Basketball 
Track 
Girls 
Softball 
Basketball 
Track 
All boys and girls in grades 6,7, and 8 are invited to tryout for the 
athletic squads, but the teams are competitive and may be limited in 
number if the coach so desires. Students must be passing 3 of their ij 
"sol i.d'' subjce·ts in order to be eligible to participate. 
OTHER STUDENT ACTIVITIES 
Attempts are made to provide a variety of activities to appeal to 
different students' needs and interests. Some of the activities 
available to students are: 
Cheerleading: Any student in grades 7 and 8 is eligible to tryout 
for the cheerleading squad. There are S cheerleaders elected each 
spring by vote of their classmates. Parental approval, in writing, 
is necessary before a student may tryout for cheerleading. 
Parents are responsible for providing the unifonn and shoes worn by 
cheerleaders and for providing transportation to and from all home 
games. Cheerleaders may ride the team bus to away games. Cheer-
leaders must attend all games (at home and away) unless excused by 
illness or family emergency. 
Band: The band meets during activity period and is open to all 5th, 
6th, 7tH, and 8th grade students who wish to participate. 5th 
graders generally do not nr:>ve into advanced band until their 6th 
grade year. Students and/or parents should contact the band director 
for information on joining the group. 
Chorus: Chorus meets during activity period and is open to all 7th 
and 8th grade students. Students may enroll in chorus during 
activity signup at the beginning of each quarter. 
Bus Patrol: Students in grades 5 through 8 are eligible to be bus 
patrols. Members of this group are chosen by their bus drivers. 
There are two bus patrols per bus. Members are responsible for 
helping younger students get safel.y to and from the bus and with 
helping to maintain safety standards on the bus. 
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Service Club: The Service Club meets during activity period and is 
open to all 7th and 8th grade students. Members of this group 
perform various service tasks around the school. Students may 
enroll in service c1ub during activity signup at the beginning of 
each quarter. 
Student Council: Two Student Council representatives are elected 
by each 6th, 7th, and 8th grade homeroom. Student Council members 
assist in planning activities and carrying out school projects. 
Publications: The Publications Club meets during activity period 
and is open to all 7th and 8th grade students. This group writes 
and publishes the school newspaper and helps produce the school 
yearbook. Students may enroll in the Publications Club during 
activity signup at the beginning of each quarter. 
A-V Club: The A-V Club also meets during activity period. Any 7th 
or 8th grade student may join. Members of the A-V Club leam to 
operate the various pieces of audio-visual equipment available at 
Crestwood and assist in their use at various school functions. 
Students may enroll for the A-V Club during activity signup at the 
beginning of each quarter. 
